
User’s Guide – Review & Checkout 
 
Welcome to the Idaho Secretary of State’s UCC online filing application.  We hope that 
you will find this application user-friendly, and that the following information will 
answer the majority of your questions. 
 
1.  Your completed documents can be found under the heading “Unfiled UCCs.” 

 
 
2.  At this point you have the option to edit or delete a filing by clicking on the 
appropriate button. 

 
 
3.  One you determine that all of your filings are correct proceed to the “Payment” 
section. 

 
 
5.  “Payment” provides a summary of your filing fees.  When you determine that the 
summary is correct click on the “Pay & File” button. 

 
 
6. Clicking on “Pay and File” will redirect you to the payment portal.  If you are a 
premium subscriber you can simply use your username and password to complete your 
filings.  If you are not a premium subscriber you can enter credit card information to pay 
for your filings. 
 



 
 
7.  Please note that to receive a receipt for a credit card transaction you must provide a 
valid email address – the receipt will be sent to your inbox. 
 
8.  When payment is complete you will be redirected back to the “Review & Checkout” 
page, where you can now find your filings in the “Filed UCCs” section.  

 
 
9.  To print your new filings there are two options.  You can print all filings without a 
print date by clicking on the “Bulk Print” button.  Or, you can print each filing 



individually by clicking on the filing number (denoted as “Bogus File Number” for this 
user guide). 

 
 
10. If you use the “Bulk Print” button each document will have a checkmark and a print 
date next to it.  If you wish to bulk print again, simply remove the checkmark.  Any 
documents without a checkmark are available for bulk printing. 

 
 
11.  At this point you can either exit the online filing application by closing your browser, 
or go back to the “Data Entry” tab and continue working. 


